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Agenda SWEIS

@ Employee Self-Service/Manager Self-Service
— System overview
— Change impacts

@ Time Management

— System overview

— Change impacts
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Overview of Self-Service Functions SGEIS

@ Self-Service Applications

— Employee Self-Service (ESS)

 Includes a number of easy-to-use web applications with which
employees can create, display and maintain master data in the
SAP system using a browser (authorizations apply)

— Manager Self-Service(MSS)

* |s an easy-to-use web application which gives a one-stop access
for managers to all necessary information where they can
perform designated HR related activities



SAP Delivered - ESS Services SWEIS

Welcome | RA3 Enterprize | BWY Report Center  BE (ol (O SETTEAN - Manager Self-Service || Home

Owverview | Employes Search | working Time | Benefts and Payment | Personal Information | Career and Job | Purchasing | wiork Environment | Travel and Expenses | Life and Work

Querview

Employee Self-Service applications provide you with
easy access to information and services for employees.
Thiz page gives you an overviewy of the entire offering.

Employes Search Wiarking Time
Search for employees by name and find basic information about colleagues and Record your sworking times, plan your leave, and display your time data.
their position inthe company. Gwick Links

Maintain perzonal information and make it available companywide. Fecord Wrking Time

Gwick Links
yho's Yo

Per=sonal Information

.;:i)'i“_'?_‘ Benefits and Paymert

100 20, Display the plans in which you are currently enrolled, enroll in nesw benefit Manage your addresses, bank information, and information akbout family
= plans, and download an enrollimert form. mermbers and dependents.
Display wour zalary statement.
Carger & Job Ti——-=  Purchasing
Wiewy and change your owen skills profile. YWiew a list of open positions in your :"; Creste a shopping cart with the goods and services you need. Check the
company and apply for one of these postions. status of your order, and confirm once completed.
VWork Environmert @ Travel and Expenses
o= Display and change the asset data assigned to you, 5 .@ Create your travel request and plan travel services for your business trip

including booking flight=, hotels,
car rentals, and train ticket=. Record your travel expenzes.

Gwick Links
by Trips and Expenses

Corporate Informsation

Coporate Business

f:}fl Life and Wiark Everts
ﬁ’ (él Guides you through a number of Life and Work Events from a birth of a child to
= heginning wwork &t & nesw company.




In Scope and Recommended Services SGEIS

Overview |

I Qverview E

. Benefits and Pay
Personal Information

v ad bank inf i | — Displays your pay statement, update your W4 information, and
: anage your addresses, bank information, persona yiﬂl request an employment and salary verification.
=l data, and emergency contact information.

— 100 -
Quick Links
Pay Stub
==  Time Entry and Leave Balances —-  Employee Search
Record your working time, request leave, and review E@\ Search for employees by name and find basic information about
e your leave balances. — colleagues and their position in the company.
Quick Links Quick Links
Record Working Time Who's Who




Functionality Overview SWEIS

ESS Demo



SAP NetWeaver Portal - Windows Internet Explorer

Lo |37 http: ffsceissbeed. bebad. state. sc.us: 50000/ port al v| || X | | il g

File Edit ‘“iew Faworites Toaols Help

v e IE?SAP NetWweaver Partal ]_l Y- B &= - [rPage - (0 Todk -
Welcome
luserp - | I
| Passwiora - L ]

Log on

SAP NetWeaver’

© 2002-2006 SAP AG All Rights Reserved.

AL
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Done & Internet H100% T




verview - SAP MetWeaver Portal - Windows Internet Explorer.

o -

|E7 http: ifsceissbyxs. bebad. state. sc.us: 50000 irjfportal

v | |§| |E| |Live Search

o[

Fil=  Edit

View  Favorites Tools  Help

T} afe [27 COwerview - SAP MetWeawver Portal

[ |

i - B d= v |:bPage - {0 Tooks + =

Advanced Search

Overview |

Employee Search | Working Time | Benefitz and Payment | Personal Information

I Overview

Purchasing

Help | Log Off

PLUETE employee seir-service _—___-

Career and Job |

| Work Environment | Trawvel and Expenses | Life and Work Events | Corporate Information

SGEIS |-

N

Welcome to South Carclina Employes Self Service Portal

&

Personal Information

Manage your addrezzes, emergency contactz, and bank information for direct deposits. In addition, you

may view your perzonal data such az name, date of birth, =ocial ecurity number, and marital ztatus.

Quick Links
Addresses
Bank Infermaticn

Working Time
Record your working hour!
balances.

submit lzave for your supervizor's approval, and dizgplay your leave

Quick Links

Leave Request

Purchasging
Create a shopping cart with the goeds and services vou nesd. Check the status of your order, and
confirm ence complsted.

Emplovee Search

Search for State employees by name and find basic contact information =uch as name, agency, phone
number, and s-mail address.

Quick Links
Who's Who

@%

iR

Benefit= and Payment

Dizplay your pay statement, update your W-4 federal and state withholdings, and request an employment
and zalary werification.

Quick Links

Pay Stub

W-4 Tax Withholding

Career & Job

Allows you to access the State jobs page which has current job openings fer which you may apply. In
addition, you may access a link to training opportunities offered through the Budget and Control Board's
Office of Human Rescurces.

Travel and Expenzes

Create vour travel request and plan travel services for your business trip including booking flights, hotels,

car rentalz, and train tickets. Record your travel expenses.

Quick Links
My Tripe and Expenzes

9
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Done

& Unknown Zone (Mixed)

& 100%




(= Working Time - SAP NetWeaver Portal - Windows Internet Explorer

mf - |37 http:){sceissbx 3. bebad. state,sc.us: 50000 il portal b | [#2[>¢] |LWE Search ||E|

File Edit ‘Wiew Favorites Tools Help

v e [27 Working Time - SAP NetWeaver Portal l l @ - B @ v |2F Page - @Tools -

>

Help | Log Off
Advanced Ssarch
Cai T e stseone [ i | i i | i [ | o |
Overview | Employee Search | Working Time | Benefis and Payment | Personal Information Career and Job | Purchasing | Work Environment | Travel and Expenses | Life and Work Events | Corporate Information

I Vorking Time

ol Working Time Mote: iz recommended that you enter working hours on a daity basis.
MNote: Vhen submitting a leave request, the approval will be routed to your supervizor for approval.

Record Working Time

“ou can record your working tims hers.

“ou have recorded adequate working times for all workdays up to 01/03/20089.
ime= have been approved up to 01/03/2008.

Leave Request

Leave Request
Submit Leave

Cluota Overview
Request leave and other types of absences.

Time Statement
Time Statement
Dizplay your woerking timss, absence timss, benuses, and time accounts.
Time Statement for a Chosen Period
Dizplay yeur werking times, absence times, benuses, and time accounts for a period of your cheice.
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Leave Request - SAP NetWeaver Portal - Windows Internet Explorer

4 *  |Z7 http:fsceissbx 3. bebad. state. sc.us: 50000 firjfportal i _‘]‘ ; Live Search =
A sl 2

File Edit ‘Wiew Favorites Tools Help

T&’ ﬁ'ﬁ [E{? Leave Request - SAP MetWeaver Portal l l @ - Bl @ = @ Page -~ @-Tools -
SGEIS |-

>

Help | Log Off
Advanced Ssarch
| Employee S h | Working Time | Benefis and Payment | Personal information | Careerand Job | Purchasing | Work Environment | Travel and Expenses | Life and Work Events | Corporate Information

]
N

Leave Request

-

Review and Send Completed

dar W Hide Calendar P Show Time Accounts P Show Overview of Leave

March 2009 April 2009 .4

me

B [2]=]+[=e]7| HE 78|21
Bl = 2 [10]11]12[13]12] [WE1z[12[14]15]18]17]15
@ 15[1e]17[18]18[20[21] [ 19[20[21]22[2a]24[28
B z2]22]22]25]26 |27 (28| [l26]27[28]20]30 2
[@zelzolz1][ 1 [2]=]«] W@z]=]¢5 HBEE

[ Abzant Multiple Entrizs Sznt ] Delstizn Reguasted

To request or report leave, enter the required data and choose Review.
Type of Leave: ﬂ

Date: 2/3/200% To 21372009

Time: * o

Duration: :l Hourz

Approver: [POOREZ, TEST 7

Mote for Approver: E|
=]

[4 Previous Step| [Review [#] [ cCancel]
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Leave Request - SAP NetWeaver Portal - Windows Internet Explorer

mf - |37 http:){sceissbx 3. bebad. state,sc.us: 50000 il portal b | [#2[>¢] |LWE Search ||E|

File Edit ‘Wiew Favorites Tools Help

{} & [27 Leave Request - SAP MetWeaver Portal l l @ - B @ = @ Page -~ @Tools -
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Help | Log Off
Advanced Ssarch
Cai T e stseone [ i | i i | i [ | o |
Overview | Employee Search | Working Time | Benefis and Payment | Personal Information Career and Job | Purchasing | Work Environment | Travel and Expenses | Life and Work Events | Corporate Information

Leave Request

Dizplay and Edit Review and Send

You want to request the following leave:

Type of Leave: Annual Leave

Date: on Tuesday, February 3, 2008
Timns: from 8:00 AM to 10:00 AM
Duration: Z Hours

Approver: POOREZ, TEST

To =end the leave request to the next processor, choose Send. You can check the processing status ef the request in the overview of leave.

[4 Previous step | [[Send]| [cancel]
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Leave Request - SAP NetWeaver Portal - Windows Internet Explorer

mf - |37 http:){sceissbx 3. bebad. state,sc.us: 50000 il portal b | [#2[>¢] |LWE Search ||E|

File Edit ‘Wiew Favorites Tools Help

{} & [27 Leave Request - SAP MetWeaver Portal l l @ - B @ = @ Page -~ @Tools -

>

Help | Log Off
Advanced Ssarch
Cai T e stseone [ i | i i | i [ | o |
Overview | Employee Search | Working Time | Benefis and Payment | Personal Information Career and Job | Purchasing | Work Environment | Travel and Expenses | Life and Work Events | Corporate Information

Leave Request

Ir 1 2
4 L L=
Dizplay and Edit Review and Send

@ The leave request has been sent.

What do you want to do next?
Regquest Another Abzence

Go to Working Time homepage

Go to Emplovee Self-Services homepage

You have requested the following leave:

Tvpe of Leave: Annual Leave

Dats: on Monday, February 2, 2009
Time: from &:00 AN to 10:00 AN
Duration: 2 Hours

Approver: POOREZ, TEST
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verview - SAP MetWeaver Portal - Windows Internet Explorer.

G’\f - |37 http: f{sceissbx3.bebad. state. sc.us: 50000 iriportal b | |§| |E| |LWE Search ||"g i |

File Edit ‘Wiew Favorites Tools Help

v e [ﬂ?Overview—SAP MetWeaver Porkal l l @ - B @ v |2F Page - @Tools -

>

Help | Log Off SWEIS

Advanced Search

PLUETE employee seir-service _—___-

Overview | Employee Search | Working Time | Benefitzs and Payment | Personal Information Career and Job | Purchasing | Work Environment | Trawvel and Expenses | Life and Work Events | Corporate Information

]
N

I Overview

Welcome to South Carelina Employes Self Service Portal

@@ K Benefitz and Pavment
Dizplay your pay statement, update your W-4 federal and state withholdings, and request an employment
and zalary werification.

Personal Information

lManage your addrezzes, emfirgency contactz, and bank information for direct deposits. In addition, you
may view your perzonal dagf =uch az name, date of birth, =ocial ecurity number, and marital ztatus.

Cluick Links Quick Links
e — Pav Stub
Bank Infermaticn W-4 Tax Withholding

Working Time
Record your working hours, submit leave for your supervizor's approval, and dizplay your leave
balances.

Career & Job

Allows you to access the State jobs page which has current job openings fer which you may apply. In
addition, you may access a link to training opportunities offered through the Budget and Control Board's
Office of Human Rescurces.

Quick Links
Record Varking Time
Leave Request

S Purchazing @ Travel and Expenses
c:“c: Create a shopping cart with the goeds and services vou nesd. Check the status of your order, and @ Create vour travel request and plan travel services for your business trip including booking flights, hotels,

confirm ence complsted. car rentalz, and train tickets. Record your travel expenses.

Quick Links
My Tripe and Expenzes

Emplovee Search
Search for State employees by name and find basic contact information =uch as name, agency, phone
number, and s-mail address.

Quick Links
Who's Who
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(= Personal Information - SAP NetWeaver Portal - Windows Internet Explorer

V| | [ |Live Search

@af - |37 http: ifsceissbyxs. bebad. state. sc.us: 50000 irjfportal

(2]

File

Edit

Favorites  Tools  Help

{} afe [27 Personal Information - SAP Metweaver Portal

[ |

i - B d= v |:bPage - {0 Tooks +

>

Advanced Search

Overview

I Personal Information

Employee Search

| Working Time |

Perszonal Information |

Career and Job

Purchasing

Work Environment

PLUETE employee seir-service _—___-

Benefitz and Payment |

Travel and Expenses |

Life and Work Eventz | Corporate Information

]
N

Personal Information

Bank Information
Addresses

our addrezses.
Bank Infermation
Enter, change, or delste

bank infermation.

Enter to delete or change your perzonal information.

15
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Bank Information - SAP NetWeaver Portal - Windows Internet Explorer

: eei . i [#4] 3] [ =
6@! - |37 http: ifsceissbyxs. bebad. state. sc.us: 50000 irjfportal V| "_? 5 |L|ve Search ||ﬁ |
File Edit ‘Wiew Favorites Tools Help

v e [WBankInformation—SAP NetWweaver Partal l l M- Bl dm v |k Page - 0k Tools -

Advanced Search
overvew [WIEEEEEEETAN tenager selrService  Sef-Service Adminisirator _ Content Admnisiation _ User Adminsirsion R Adinisiator _Home

Overview | Employee Search | Working Time | Benefits and Payment | Personal Information | Careerand Job | Purchasing | Work Environment | Travel and Expenses | Life and Work Events | Corporate Information

il
I

Main bank

Payee: CHRISTOPHER POORE
Bank Name: Default Bank
Account Number: 123

Other bank
Payee: CHRISTOPHER C. POORE
Bank Mams: Default Bank
Account Number: 1224
New Other bank
[4 Previous Step | [ Hew Other bank 3 [ Extt |

16
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Bank Information - SAP NetWeaver Portal - Windows Internet Explorer

6@! - |37 http:){sceissbx 3. bebad. state,sc.us: 50000 il portal W | |§| |E| |LWE Search ||E|

File Edit ‘Wiew Favorites Tools Help

T} afe [27 Bank Information - SAP Met\Weaver Portal l l @ - B @ = @ Page - @TC'D'S =
— = i .__t._—e_'..a_p-w_:_! e . , T B il .,_t._—e_'-?-w_:_! HED T LOog OTT El
|—| Advanced Ssarch
overve ) voreserserservce  Sesees hansvaor_Contentsonmiaton s cinsrten AR scmnsatr_toe
Overview | Employee Search | Working Time | Benefits and Payment | Personal Information | Careerand Job | Purchasing | Work Environment | Travel and Expenses | Life and Work Events | Corporate Information
=
o
]
[2] =
iew and Save Confirmation
Country: Usa -
Payee: |CHRISTOPHER C. POORE
City: [coLunBia |
ZIP Code:
Bank Number:
Account Number: 0 Checking (@ Savings (2 None
Payment Method: [Bank transfer (A [=]
Purpose: | |
Currency: UsD
Standard Percentage: El
ar

Default Value:

4 Previous Step | | Review b| Exit

17

| History, Back Forward

El=
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Bank Information - SAP NetWeaver Portal - Windows Internet Explorer
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S
S
overvew [EEREEEEETE ranager Ser-Servce  SeltServioe Adminisiator _ Content Adminsiraion | User Admnisiaton HR Acminisirator _Home

Overview | Employee Search | Working Time | Benefits and Payment | Personal Information | Careerand Job | Purchasing | Work Environment | Travel and Expenses |

Bank Information

fi- B

Life and Work Events |

| o7

Lo UTT

Corporate Information

IRELE

l 3] \ 4]
— 20 (Il
Overview Edit Confirmation
Verify the Bank data below
Other bank
Country: US4
Payee: CHRISTOPHER C. POORE
City: COLUMBLA
ZIP Code: 2520
Bank's American Bankers’ Az=ociation Mumber: 123455720
Bank Account Number: 1234
Account Typs: Savings Account
Payment Method: Bank transfer (ACH PPD)
Purpess:
Currency: uso
Standard Percentags: 0
Default WValue: 50.00
[4 Previous step | [[Save] [Extt]

18

| History, Back Forward

Done
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South Carolina Enterprise Information System

Manager Self-Service (MSS) SWEIS

™ SAP MeiWeaver Portal - Windows Internet Explorer
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SAP NetWeaver’
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{= Work Overview - SAP NetWeaver, Portal - Windows Internet Explorer
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i:? afe [37 Work Crverview - SAP MetWeaver Porkal l l
- Fe
I Welcome Tim Moore Help | Log Off SWEIS |~
| | | Search |
Owverview SCEIS ECC SCEIS Bl SCEIS SRM ERP Common Project Management Employee Self-Service
Overview | Reporis | Service Map
A
-
[4]¥] [] —
Detailed Navigation = I Universal Worklist FIr
I Portal Favorites ol (@ vvatting for updats L=
aers JETY Hottcaions | Tracking [0 )E
Show: [Mew and In Progress Tasks | |[Select a Subview.. [+ [21 [=] Create Task | Show Filters Hide Preview =
Subject = | From + Sent S Priority 5 0 Due < Status S Substituted For =
,_ CLARISSA T ADAMS's Leave Reqguest = Poore, Christopher Jan 26, 2009 Hormal 1 Newr
CHRISTOPHER C. POORE's Leave Request 5, Poore, Christopher Today Normal 1 Newr
& Unknown Zone (Mixed) H o100 T
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{= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer
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Approve Time Sheet Data | Hiztory, Back Forward
L]
I Approve Time by Manager E
(2] (o ]—=
Collective Approval Revisw and Save Completed
WView: |5APA|:||JrU\.fﬁIby Line Manager |v|
26 CHRISTOPHER C. POORE 2009/02/02 2009402/02 8H 8H | Approve Al - -
[4 Previous Step | [ Review [#]
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{= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer
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Approve Time Sheet Data | Hiztory, Back Forward
L]
I Approve Time by Manager E

Collsctive Approval Review and Save

WView: |SAP Approval by Line Manager |V|
Perzonnel Number Date Number
26 2009/02/02 &H

Total 8H

4 Previcus Step | I Save|

Done 0 Inkternet E100% T




ESS/MSS: Employee Access to

SWES
Computers |

@ Not all employees in state government have
regular computer access or e-mail accounts

@ In order for an employee to access and maintain
his information in ESS, he will need to have
access to a computer with an internet connection
as well as a valid e-mail address

@ Agencies should consider how they wish to
accommodate this need prior to go-live
— Kiosks
— Computer rooms

— Administrators to make changes for employees without
access 23



ESS/MSS: Acceptance of Electronic

: SWES
Signatures |

@ When employees log into ESS, they will use a
unique user ID and password

@ The state will accept the use of this user ID and
password as an electronic signature

@ The employee’s physical signature on paper will
not be required to make any of the changes to his
or her data that are updated in ESS

24



SWEIS

South Carolina Enterprise Information System

HR/Payroll AST Leads Meeting
TIME MANAGEMENT

Sammie Chumley, Time Lead

SCEIS is a project of the Division of State Information Technology, SC Budget and Control Board © State of South Carolina. All rights reserved.



Time Management SWEIS

@ Time Management provides the means to plan,
record, and evaluate employees’ attendance and
absence times.

— Captures and edits employee time entries
— Documents leaves of absence

— Prepares entries for the state’s payroll and retirement
systems based on:
« Employees’ work schedules and time worked
Time off
Supporting collections
Approvals
Distributions of time data

26



Time Management SWEIS

@ Time Management processes will be closely
iIntegrated with Payroll

— Includes automated management of overtime, which
will be calculated according to the Federal Fair Labor
Standards Act (FLSA) and the State of South Carolina

overtime policies

27



Time Management, continued SGEIS

@ The system will support the application of
numerous business rules associated with the
details of time-data processing, including:

— Advance leave

— Adverse weather
— Shift differentials
— Holiday pay

— Overtime definition
— Overtime payouts

28



Leave Management SWEIS

@ Leave Management includes the leave
request process and the management of
leave balances.

— Supervisors and managers will have real-time
access to their subordinates’ time and leave
records.

— Leave Management will automate the accrual of
annual leave and sick leave gquotas based on
state-regulated accrual rules.

29



Time Management:

' ' SEEIS
ReCOfdlng Time and Leave

@ Hard copy timesheets will be replaced by
electronic time recording in Employee Self-
Service (ESS)

@ Leave will also be requested and approved
electronically in ESS/MSS

@ For employees who are unable to log into ESS to
enter working hours or leave, a Time
Administrator role has been established to enter
those hours for the employee

— The project team will work with your agency during role
mapping to determine your agency’s needs related to

this role 20



Changes in Time and Leave

SWEIS
Management Processes |

@ Standardized determination of eligibility for and
tracking of an absence related to the Family
Medical Leave Act (FMLA)

— All agencies will use the FMLA Workbench, which is a
standard function in the system that assigns eligibility
for FMLA based on the state’s criteria and tracks
FMLA leave on a continuous and intermittent basis

— If an employee transfers to a different agency during
a period of approved FMLA leave, the system will
continue to track that leave entitlement at new agency

— Each agency will need to provide FMLA information
regarding usage and entitlement for each employee

for the calendar year in which your agency goes live



Changes in Time and Leave

SWEIS
Management Processes |

@ Streamlined leave balance transfer process for
employees transferring from one FTE position to
another in a different agency

— Currently, the transfer of an employee’s accrued
leave is handled manually through the cooperation
and communication of human resources personnel in
each agency

— In SCEIS, leave transfer will be handled
electronically. Leave usage and balances for annual
leave, sick leave, holiday comp time and FMLA will
follow the employee to the new agency with no
Intervention as a part of the transfer procedure

32



Time Management:

Planned Working Times SUED

@ All employees in every agency must be assigned
a set planned working time in the system

— This information will be used in the system to
determine an employee’s leave accrual thresholds, as
well as eligibility for FMLA, overtime, and
compensatory time

@ Agencies will be able to access a pre-established
dropdown menu of work schedules in the system

— This information will be generated from the work
schedules you provide to the SCEIS team for your
employees

33



SWEIS

South Carolina Enterprise Information System

HR/Payroll AST Leads Meeting

UPCOMING ACTIVITIES
Tammy Mainwaring, EC&C Lead

SCEIS is a project of the Division of State Information Technology, SC Budget and Control Board © State of South Carolina. All rights reserved.



Agency Readiness Report process SWEIS

@ Agency Readiness Reports will be sent to AST Leads by their Agency
Advocates on the Tuesday of the last business week of the month,
showing progress on activities that month. A reminder will be attached
for any activities that are due by the end of that month.

@ AST Leads will have until the last business Friday of each month
to raise questions and provide updates for the report.

@ Agency Readiness Report will be sent from Enterprise Change and
Communications to AST Sponsors on the 3rd business day of the
following month. The AST Lead will be copied.

@ AST Sponsors can send questions and comments to the AST mailbox:
sceis-ast@sceis.sc.gov.

35
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Upcoming activities SWEIS

@ Breakout meetings with Agency Advocates
(Wave 1 agencies)

Today, 11:00 a.m.-11:30 a.m., immediately
after general HR/PY leads meeting

@ Time Management Conversion data requests

Due April 30 (Wave 1 agencies)
Due May 29 (Wave 2/3 & Wave 4 agencies)

36



Upcoming activities SWEIS

@ HR/Payroll AST Leads (all agencies)

Wednesday, May 27, 9-10:30 a.m.
Location TBA — Changing from Midlands Tech Airport

Campus

@ Breakout meetings with Agency Advocates
(Wave 1 agencies)

Wednesday, May 27; 10:30 a.m.-11:00 a.m., immediately
after general HR/PY Leads meeting

37



SWEIS

South Carolina Enterprise Information System

HR/Payroll AST Leads Meeting
BREAKOUT SESSIONS

Agency Advocates

SCEIS is a project of the Division of State Information Technology, SC Budget and Control Board © State of South Carolina. All rights reserved.



